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MEHMORAND(M FOR THE RECORD __— 17 Wovember 1958.

SUBJECT: Meeting on Blank Forms

1, The following is a record of a meeting held

on Friday, 14 November 1958. In attendance were the fo ngs '

Mr,
25X1A%9

HMr..
25X1A9%9a Lt.

Chief, Forms Management Branch

Deputy Chief, Supply Division

25X1A6a

ock Mapagement and

. Fequirements Section

Deputy Chief, Stock Mansgement and

pirements Section

Stock Control Section 25X1A6a

]

25X1A%a Mr.

o L

2, Purpose: The purpose of the meeting was to coordinate with the
Chief, Forms Management Branch, Management Staff on a number of proposed
improvements to our current "blenk forma” procedures.

3. Itens Discussed:

8. Cmsolidation of Stock Menagement and Reguirements Section (SM&RS)
o5x1A6a  ond Il Stock Control Section [DSCS) Functions as pertains to blank -
: f@msn )

’ The stock control end requisitioning function of SM&RS will be
consolidated with the property accounting funetion of DSCS. The latter
actuslly will assume full responsibility for the joint effort. This
will result in the consolidation of two sets of records into one set
and will afford better management control of blenk foms and expedite
replenishment of requirements.

b. HManual Accounting.

The accounting records will be changed from machine record to
& manual system. This will result in & consideresble reduction in the
accounting effort in posting and will eliminate the entire machine
records worklocad of card panching, sorting, end listings.

¢, Masintain Records by Blank Form Fumber.

All records will be maintained by form number. At the presgent
time the Forms Manmgement Branch maintains their records by the form
number, and DSCS by federel stock number.
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. Hemp. for the Record, Subj. Meeting on Blank Forms, Cont’d.

d. Stock Status Listings.

Beczuee of the menual maintensnce of records it will be impossible
to continue to furnish Forms Menagement Branch with a copy of the Stock
Status Listing. To prepare the listing would require DSCS to code & sheet
for every transection, end Machine Records to punch cards » 80rt, and prepare
listings. Chief, Forms Hanagement Branch, agrees to the discontinuance of
the 1listing, but desires that DSCS furnish status information upon reguest.
DSCS agrees to furnishing the information whenever requested.

2. Reguisitioning of Stendard Forms.

DSCS will requisition standard governmsnt forms without reference
tc Porams Mansgement Branch. Instead, DSCS will furnish FMB a copy of the
requisition and/or purchase order initiated for the procurement action.
The exception to this procedure will be on requirements for standard forms
not previously stocked., When a request is received for blank forms not

rreviocusly stocked 1t will be referred to FMB for their approval to
requisition, stock, and/or issue. .

, f. Pomm Form Stock Replenieshment Hotice Coordination and
Approval Record). e .

. DSCS will submit Form 30A°s to FMB prior to the preparation of
any stock replenishment requisition for ‘Agency blank forms. When the
approved Form 30A 18 received from FMB the requisition need not be gent

to FMB for approval; in lieu, the requisition will indicate FMB approval
of the Form 30A. : : : '

g+ Excess and Surplus Forms.

When requested, DSCS will advise FMB as to excess and/or surplus
blank forms in stock and will furnish a listing without reguest once a
year. 7 _

h. Standard Psekaging of Other Government Blank Forms.

DSCS will take acticn to convert the minimum order quantity from
"each" to the quantity indicsted in the GSA catalog or other government
catalog. The purpose is to reduce the accounting workload, inventory

problem, and etse the_ problem. 55y {aGg
i. Standard Packsgina of Agency Forma.

DSCS vill take action to convert the unit of issue from "aach”
to "package” (100 sheets per package) on all Agency cut-sheet blank
forms. DSCS and SMRS will review the issues for all other Agency
forms for the previous year and submit a recoumendation to FMB relative
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to wbat other blenk forms should be carried on the records as &
atandard pack in lieu of "emeh." WFB will be the reviewing end
sppiroving office for these changes.

Jo Stockege Cbjectiven for Building Supply Officers.

The prepavetion of a listing indieating the maximm stockage,
(17 any), of Agency blank forms suthorized in each Building Supply
Office was discussed. Fo action will be taken at this time, but the
subject will be held open for further study.

ks IList of Blank Forms in Use.

At the present time the Bullding Supply Office does not have
o listing and/or catalcg of blank forms used in the Agency. DSCS will
check the catalog being prepared by the Catalog Branch to ascertain if
it will fulfill this requirement.

1. Precurement Costs for Blank Forms.

DSCS will meintain records on the menual due-in records of
procurement costs for blank forms.

m. Status of Form 304 (Porm Stock Replenishment Hotice, Coordination
and Approvel Record). '

-~ DSCS will maintaln & control of Form 30A's forvarded to FMB on
the manual dwe-in record. Chief, F¥B was requested to teke such action
as necessary to expedite the return of these Forms to DSCS. In the
past there have been considerable deleys in the return and consequently
delays in the replenishmant of Agency stocks.

21r0e . s ocstor Pilcs.

25X1A6a ; Thebmvill store blank forms in form number sequence,
except for » in order to eipedite storing, issue, and inventory.

Locator cards will be used only for bulk items. This will expedite

25X1A6a rocessing. The eover ig to be accomplished at the
scretion of the Chief, 25X1A6a

©.. Regquisition for Blank Forms.

DSCS hes prepsred a8 new form to be used by Headquarters elewments
to requisition blenk forms. The requisiticning office will be able to
requisition tweuty-six (26) different line itams on one page, and only
the form number and gquantity necd be liated. It will be in a set form
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25X1A2g

of four peges. This will eliminate the regquirement for reproducticon
and expedite the processing of requests for blank forms. This new form
iz 8t1ll in draft stege aund is to be ccordinated with M¥MB prior to
implementation.

p. Stoekege of o Minimum Cuantity of Blank Forwms by DSCS.

In order to reduce paper work, workloed, mnd expedite 25X1A6a
supply, DSCS will meintein e minisum blenk forms (meximum
stockage of four file cebinets) which will be used to £1ill requirements
of less than the minimum issue quantity and also to f£1ll amall gquantity
regul nt. Small quentities to £ill Pield reguests would be handled
through channels. The issue to the DSCS ghelf stock would be
posted as & regular issue and this would preclude the posting of the
individual issues. Reguiremente of this typs would be completed in
less than fifteen minutes per issue,

. Inventories.

_ With a manual stock record system and sto a by form number 25X1AB
a perpetual inventory czn be teken between DSCS and rgonnel,, a
tims eliminating the reguirement for scheduled inventory.

r. PFederal Stock Fumbers on Agency Forms.

Inaszuch as the Agency forms will be aecounted for and stocked

by the form number, it may now be possible to discontinue the requirement

for o loeal type (E) federal mumber being assigned. Based on a previcus
cost estimate of $20.00 for each local number assigned end catalogued,
thiz could be a eongidereble ssving.

8. Preparation of Purehase Orders on GSA for Standard Blank Forms.

Verbal coordination has been accomplished between DECS and
Procuremsnt Division relative to DSCS preparing the Purchase Ordeyr on
GSA with PD signing off &8s epproving. This will completely eliminate
the proecessing of & reguisition to PU telling them what to reguisition.
This will reduce vworkloed and expedite the procurement of GSA blank
forms.

t. Standard Forms with Agency Federsl Stock Humbers (H) Assigned.

There are a number of stendard forms with federal stock mmbers
{B) assigned. DSCS is to review these to ascertain if they should have
a DOD federal stock number #nd also if they could be procured through GSA.
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v

2. Diversion of a Portion of Procurement of Rew Agency Forus to

Building Supply Officers.
Ghiei’, B bhas regquaested that & proccdure be worked out so that
g portd 211 pew Agency blenk forms be diverted to the BSOs from

25X1A6a ths It wvas agrecd to work out a procedure the next

~ Zency olank form is seured. B will indicate the
aelivery pointa on the request, and DSCS will coordinmte 25X1A6a
with the BSO2 =zo that ge vhen delivery 18 reeceived,

25X1A%a

Chief, Stoek trol Section

Distributions o
2 - Pach Person in Attendsnce 25X1A9a

1l - Chief, Supply Division
1 -~ Deputy Chief, Supply Division -
XA S

2 - ICB
m,/sn/bscs/-/sm (27 Bov 1958)

25X1A9a
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